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EDITING A PRE-APPROVAL REPORT

To edit an existing Pre-Approval Report, locate either a draft or returned report by clicking on the
appropriate section on the Chrome River dashboard.

e 20 3 43

Diraft Returned Submitted
Last 90 Days

EXPENSES

. 1 > o

Draft Returned Submitted

PRE-APPROVAL Last 90 days

Either the Draft Pre-Approvals or Returned Pre-Approval screen will display. Click on the Pre-Approval
report you wish to edit.

Testing Pre-Approval for Training Doc 05/09/2019 1,356.01
Mascot Conference, 6/17/2019-6/19/2019 <= 05/19/2019 1,313.94
Smith, Joe 6/17/2019-6/21/2019 05/22/2019 614.00

KBOR 6/30/13 05/23/2019 0.00

Document No. CRO009 July 27, 2019 Page 10of5



=& \WICHITA STATE

ulsu : UNIVERSITY

: FINANCIAL OPERATIONS
: AND BUSINESS TECHNOLOGY

Chrome River User Manual

The report will open on the right side of the screen, click Open.

Q Draft Pre-Approvals g
Testing Pre-Approval for Training Doc 0510972019 1,356.01
guenee 9 ' Mascot Conference, 6/17/2019-6/19/2019
Mascot Conference, 6/17/2019.6/19/2019 0519/2019 131394 Report Owner Wo Shock
Smith, Joe 6/17/2019-6/21/2019 05/2212019 614.00 Created By Kristie Courtney
Create Date 05/19/2019
KBOR 6/30/19 05/23/2019 0.00
Pay Me Amount 1,313.84 USD

The detail view of the Pre-Approval Report will display. Click Edit in the upper right corner to edit the
header information.

&« rovals For mages
Wu Shock 4
17/ _6/19/"
Mascot Conference, 6/17/2019-6/19/2019 Pre-Approvals For Wu Shock
- Report Name Mascot Conference, 6/17/2019-6/19/2019
T Airfare E’igg
) ) _ 1344 Departure Date 061772019

&) Mileage / Private Vehicle s

'}‘1 Conference Registration / Training szigg Return Date 0611972018

BT Hotel 500.00

fia Fotel usD Number of Days 3

IR DE o
during this trip?
PA Report ID Total Estimated Amount
010000327947 1,313.94 usp _

If any expense lines have been added to the report, only the following fields can be updated:
e Report Name
e Departure Date
e Return Date
e Business Purpose
e Funding
e Comments (add only, not delete or modify)
e Attachments
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Pre-Approvals For Wu Shock

Report Name Mascot Conference, 6/17/20159-6/19/2019
Departure Date 06/17/2019 o]

Return Date 06/19/2019 i

Number of Days 3

Business Purpose Attend national Mascot conference|
Traveler Type - Select --

Destination

Travel Type - Select --

Will there be personal time
during this trip?

Type the funding you would like to search for in the Search for Funding box below. As you type, a drop down list of
matching items will be displayed for selection.
Funding

D10252-101510-01620 D10252: RU Controller's Office 101510: Financial Operations

0000-Pre-Approval

Comments (0)

Attachments (0) B
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After modifying the Pre-Approval Report header, click Save in the upper right corner.

To modify individual expense lines, click on the expense line. The expense form will display on the right
side of the screen. Click the Edit button in the upper right corner of the form.

Pre-Approvals For

‘Wu Shock

Mascot Conference, 6/17/2019-6/19/2019 -l .
i 5% Airfare
Estimated Amount 275.50USD
275.50
Ty Airfare usD
Descripti ip Ai
&) Mileage / Private Vehicle 13‘);; escription Round Trip Airfare to Dallas Texas
Al Conference Registration / Training 52{’_2g To Be Paid By Procurement Card

PA Report ID Total Estimated Amount I

010000327947 1,313.94 usp 1of4 Next >

The expense form fields will open for editing. Make any desired changes and click Save in the upper
right corner.

-’ ;
~¢ Airfare
Estimated Amount 27550 f | usD
Description Round Trip Airfare to Dallas Texas
rd
To Be Paid By Procurement Card -

To delete an individual expense line, click on the expense line. The expense form will display on the
right side of the screen. Click the Delete button in the upper right corner of the form.
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Mascot Conference, 6/17/2019-6/19/2019 -l . ',:’
- X S¢ Airfare
EXPENSE ESTIMATED

Estimated Amount 27550 USD
- A 275.50 “
Sv  Airfare usD

Descripti .
(&) Mileage / Frivate Vehicle ‘Jd;; escription Round Trip Airfare to Dallas Texas

on / Trainis s To Be Paid B P t Card

B! Conference Registration / Training Lo i rocurement Ca
w’ /\/\/

PA Report ID Total Estimated Amount _
010000327947 1,313.94 usp S

1of4 Next »

The Delete Item conformation message will appear. Click the Delete button to delete the expense line
from the Pre-Approval Report.

Delete ltem X

Are you sure you want to delete this item?

W
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